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BocBMits THE JOB SPONSOR PROGRAM 

^ General Gregory has brought to the attention of super- 
visors the problea of orienting enployees on the job. In 
this connection, the following quotation is cited froa his 
aenorandun: "They (the new eaployees and the inter-division 
transfers) often feel they should receive aore InforMtion 
concerning people with whon they work and about the work 
they are to do. It is realized that the supervisors are 
busy, but it is desired that they either personally see that 
the clerks reporting for duty In their office are introduced 
to their fellow-workers and acquainted with the work they 
are to perforn or else designate soae one in their office 
to do this for then.* 



To know clearly what is expected of you as a job spon- 
sor, let us first define the tors. "Job" — the work you are 
doing. "Sponsor"-- a person behind the project. Thus you 
becone the person to guide the new enployee on the job. You 
will sake her feel at hoae these first rough days here, and 
you will tell her about and instruct her in the job she will 
be doing. You are going to be her "big sister", a person 
she can ask questions of and in whoM she can confide* 
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GREETING THE NEW EMPLOYEE 



This new employee has just been sent to your division. 
Her first few days here have been pretty rough. She has been 
tested and interv iewed, she has filled out innumerable forms, 
she has had a thorough physical exam i nat i on, and she has been 
sent to various offices all over the OQHG to complete her 
induction program. She has been through a basic training 
process. Now she has come to your division to which she has 
been assigned to work. Maybe this is one of the smaller di- 
visions, or perhaps one of the larger ones. But whichever it 
is, it is still awe-inspiring to the new employee. There's 
no one there she knows. She's not at all sure just what her 
job is going to be. Here's where you, as her job sponsor, 
come into the picture. Your supervisor or the placement 
technician brings the new employee to you. 
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WHAT YOU DO 



HOM YOU DO IT 



^. Introduce her to the people 
she will be working with-- 
tel I her who they are. 




5. Explain building facili- 
ties to the new employee. 

a. Rest Rooms. 

b. Cafeterias. 




c. Post Office and Bank 




Since she will be eager to 
know this, make sure that 
she hears their names clear- 
ly, and that her name is said 
distinctly. Youmightfind it 
helpful to have a I ist of the 
peoples* names ready to give 
to the new employee. Explain 
the position each holds and 
how it fu net ions in relet ion to 
the unit. Explain too, the 
degree of formality used-- 
first name or last. 



Tell and show the newcomer 
the location of these: 



The new employee would cer<» 
tainly appreciate having you 
take her along with you to 
lunch, at least this first 
day. Ue all realize that it 
is not much fun to have to 
eat alone at any time, and 
especially not when you^re 
entirely strange i n your sur- 
roundings. If it is not pos- 
sible for you to take her, 
arrange for someone in the 
section to do it for you. Be 
sure that the new employee 
is told how long we are al- 
lowed for lunch. 



These are facilities that we 
all appreciate greatly. The 
new employee will be glad to 
learn of them also. Perhaps 
she wi I I want to open a bank ac- 
count, or send a money order. 
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WHAT YOU DO 

d. Dry-Cleaning and Shoe 
Repair Shop. 




e. Gift Shop. 




f. Suggestion Boxes. 




6. Miscellaneous items to be 
expla i ned. 

a. Fire Alarm System. 




b. Transportat ion. 



HOM YOU DO IT 

This also is an advantage. 
The new employee will welcome 
having these convenient fa- 
cilities. 



You might, if time permits, 
take her here and let her look 
around for a few minutes. 



Explain their use, and em- 
phasize that The Quartermas- 
ter General welcomes new ideas 
and suggest i ons that w i 1 1 im- 
prove bur work or working 
conditions* Give her a sug- 
gestion blank and explain it 
t horoughl y. 



See that the new employee 
reads the fire regulations. 
Expla i n the procedure that is 
followed in your office in 
case of fire. 



See that the new employee 
knows the procedure, and help 
her to obtain a ride. 
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Call the Provost Marshal's 
office and arrange with the 
Transportation Section of that 
office for a ride for the 
new employee as soon as pos- 
sible. This will be greatly 
appreciated as a car pool is 
much more satisfactory than 
having to ride a crowded bus 

or streetcar, to, work. 
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SPONSOR'S TIME TABLE 
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Sequence of completing 
items. When it should 
be cone. 
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